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The Add Eligibility Batch page will be displayed. 
 
Type the name of the new batch or your first batch in the 
Please enter the Name of the new Batch field. 
 
Note: Identify your batch name in a way that is most helpful 
to you.   
 
Click Add Batch.  

 
A prompt will appear verifying that you  would like to add a 
new batch. 
 
Click OK to add the new batch.  
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Type the subscriber ID in the Subscriber ID field. 
 
The Add Subscriber page will appear.  
 
Note: Fields designated with an asterisk (*) are required. 
Non-asterisk fields may be necessary for processing. 
 
  

 
Type the subscriber birth date in the Subscriber Birth Date   
field (use MMDDCCYY format). 
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Type the issue date in the Issue Date field (use 
MMDDCCYY format).  

 
Type the service date in the Service Date field (use 
MMDDCCYY format). 
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    After completing all fields, click Add Subscriber.  

 
A prompt will appear verifying you would like to add the 
recipient (subscriber). 
 
Click OK to add the recipient (subscriber).  
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The Add Subscriber page will appear again with blank fields. 
Remember: A batch must include at least two recipients 
(subscribers) and can be a maximum of 99 subscribers.  
 
Repeat the Add Subscriber steps for each recipient 
(subscriber) until all are added as needed. 
 
Click Add Subscriber.  

 
Click OK to add the subscriber. 
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Once all subscribers have been added to the batch, click the 
Transmit Batch link from the navigation bar on the left-
hand side of the page.  

 
The Transmit Batch page will appear, displaying the batch 
information for verification. 
 
The Update all Service Date field is optional and allows you 
to update all service dates at once. 
 
Click the Select Sort Order of Downloadable Print File 
arrow and select the order for the downloadable print file. 
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Click Cancel to cancel the batch transmission. 
 
Click Transmit to transmit the batch. 
 
Click Transmit. 
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A prompt will appear verifying you would like to transmit the 
batch. 
 
Click Cancel to cancel the batch transmission. 
 
Click OK to transmit the batch. 
 
Click OK.  

The List All Eligibility Batches page will appear showing the 
batch title, type, date, time, and status of each batch.  
 
This completes your multiple subscriber batch transmission. 
You will receive Medi-Cal eligibility information within two 
hours. 
 
The process of checking recipient (subscriber) eligibility for 
multiple subscribers will be explained in Step 3. 
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Remember 

• The Internet/CMC agreement is required before 
providers can access eligibility verification on the 
Internet. 

• Log on to Transaction Services with the user ID 
and password. 

• After transmitting the batch for multiple subscribers, 
you will receive Medi-Cal eligibility information within 
two hours. 

 

 


